-

APPLICATION FOR RECORDS DISPOSITION STANDARD

/ L
INSTRUCTIONS: Prepare in duplicate and forward to the Becords Management Analyst, Management ,Sﬁtems Division
3. Dept.. Division, Subidivision & Administering Office Addrass ' FOR RECORDS 'uAuab!_ga:n'r DIVISION USE
Department of Planning and Public Affairs . Date Received  Application No. Date Completed
Division of Planning and Marketing . | MAR -2 1978 78_ e MAR - 3 1978
2200 Peachtree Summit Building ,
401 West Peachtree Street NE _ 1. Application , T2 Gept. Appiication No.
Atlanta, Georgia 30308 : '
4. Person to Contact ' ' : "] 5. Working Title Managei:"' Of 6. Telephone Number
Bruce B. Emory Tran51t Systems Plannlng _586-5161
_7:A:‘tﬁloﬁlequeslgf_ T T ToUTTAY T
a. X Establish Retention Schedule; record will continue to accumulate. 7
b. [ Dispose of present accumulation; no further accumulation anticipated. " - ¥
c. [0 Amend Application No. Check One: [0 Change; [ Supercede; 3 vpid
8. Dates of Series 9. Records Series Title (followed by title used in office; if different] - o

Earliest Latest

1971 [ present Marketing and Operations Planning File (MK)

10. Division and Office Function What is the function of the Division and the Office in which this record serigs is created?

see attached - -

[ ¢

11. Record Series Description : This flle contains the foliowmg documents {include form numbers and titles, rf any)
Attach samples of the file.

Documents relating to: - Javelopment and lmplementatlon of transit marketing and
service development plans and programs

Included are: correspondence, memoranda, reports, working papers and
other documents relating to the above. :

Fi i d: [] 3
e is arrange numerically by major category (see attached example)
12. Monthly Reference Rate How often are records referred to which are: . m T
Oneto six monthsold __ _2(0.. ____ ; Seven to twelve monthsold __ 20 ; Thirteen to twenty-four monthsold ___ 20 _ ;

twenty-five months and older ___ 10

13. Annual Rate of Accumulation of Records

3/4___ ; Shelves

Letter-size drawers ; Other (specify) _ * - e .

—: Legal-size drawers

3012 {3/76)




YES | NO | 14. Questionnaire (Place an X" in e proper col_umn) o e
a. Is this the official copy of the se‘ries? )
b 4 if not, where is it? ; . "
— 1 b. kDoes the series conlh}; confidential inforn":alinn_ r'equiring_s_ecurilv-iw-;;dting? If_y'g,"cite faw or regula{fion. o T N
X i i \ ‘ .
X | ] e tsthisamyreeqaie « | . o _
. Does s 'El-‘h?h?l?_t: h“tm ical or long lermaesearch value? pOS'S ible. reSearCh Value
X ¢ When ane o e dodmmess methe fe makar of necessaey G keep the entne Bile Toe o tong pres o, cotded these f!m;t:fnm:’:& fae
scheduled separately? -
E_ X f. Isthe infd;;nation cc;pii_a‘ined T this series ever pubtished? If yes, attagh copy. ‘ . s, o
g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
R | If yes, attach copY. . N . o B
h, ls there a duplication of this series in your office, or in another office or agency? '
x| ves where? . L ~
| lowt i. |s this series {or a major porton of it} regularly microfilmed? o N
|l xi_ j. Does the record series resuit Ina cqmputer prinlout_?_ L ]
15. Retention Reqguirements The folfowing requires the series (o be kept:
a. State Law —_— years. d. Audit period —_—— . years.
b. Statute of limitation i ..__. years. e. Administrative need :_.__3 vears.
c. Fedesal law - years. f. Federal retention instructions

— T years,

Attach copy or excert ol laws or regularions. Explain administrative need.

Urban Mass Transportation Administration External Opefating Manual
III.D.p4l.

16. Approved Disposition instrucfions

This agency recommends that the file series be cut off ar the end of each:

7 calendas Year; [ Fiscal Year; ] Qther __Qomplej:ion_of_projec.t — __ then,
place in inactive file, then
1

monthls) year{s}; then
.. . year{s); then

Hold in the current files area

O Transfer 10 local holding area; hold
{3 Transfer to State Records Center; hold __

0 Destroy.

Transfer to State Archives for permanent retention.

O other [Specify} : . ‘ .:

yearl(s); then

]
1

These instructions apply to all prior and future accumulations of the series.

{Indicate briefly rationale for recommendations above/or write additional remarks}:

17. APPROVALS ) L {
Approved apartment Records M agement Officer Date | Appr‘o' oA Legal Counse . A Date
7 V\}W

I ’z22/78 | _ A7 {b
Approved Date Approved ivisibn udit at

| _ /oo | A R-%3741
Approved i Date é;_)pr{ad Department of Afchives gnd Hist_o?v ’ Ddte

] Al 2fa3/2& ,’ Oansdt ey 3-3-78
Approved anageiment Analy Dat, . Approved MARTA Management Advisory Committee Date
7 o e /230
i ’ o rd




